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Procedure for Hiring Managers – DTI IT Onboarding/Order Guides 

 

Once you have received your email from the ServiceNow application that a new user has been 

registered, it is now time for you to Onboard your employee for IT products and services. 

1) Log into ServiceNow 

Type this URL: https://delaware.service-now.com into your 

CHROME or EDGE browser. 

Once completed, you will see on the right-hand side of the 

screen where you can input your user ID and password.  

 

 

 

2) Go to the ServiceNow Customer Request Portal (Service Portal) 

a. Type into the left nav “Portal” or “Service Portal”  

b. Click on “Service Portal” 

  

https://delaware.service-now.com/
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3) You should be on this screen.  Please select “Request Something”. 

 

 

4) Please select “Employee/Contractor Services”. 

 

 

 

 

 

 

 

 

 

5) Choose the IT Onboarding Order Guide that applies to you: 
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6) Once you have selected your Order Guide, you can complete the input form according to the 

needs of the new employee.   

 

7) Once you have completed the input form, please select “Next” on the lower-right side of the 

screen: 
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8) When you click “Next”, the application will present a summary page for you to review your 

selections. You can individually change any item that needs to be modeled after a different 

employee for the new employee by clicking on “Options”.   Please note: there may be 

mandatory fields that must be completed. There will be an asterisk within the specific item 

needed. E.g. New PC Deployment. 

 

 

 

 

 

9) The application will present the current “model access after”.  Click the “down-arrow” and 

select a new user to model after, if necessary. 

 

 

 

 

 

 

 

10) Once done, click on “Next” to go to the next screen.   
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11) Once “Next” is selected, a final summary page is presented to ensure you have what you need.  

Please review the page one final time.  If all is good, please click “Order Now”. 

 

 

 

 

 

 

 

 

 

 

12) Once “Order Now” has been selected, a window will appear with the Order Confirmation as the 

label heading.  Please change the “Request For” to the new employee and add any delivery 

information or special instructions that are deemed appropriate.  Click “Checkout” when fully 

completed. 
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13) When the “Checkout” button has been selected, the application presents the following screen.  

This screen shows you what status all the tasks are currently in.  As the tasks are processed, 

these will be updated. 
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14) To check the status of your new hire ticket(s). 

On the left navigator filter search, please type in “Requested items submitted by me” and hit 

enter.  You will see something similar below.  The “Stage” column will give you a visual status of 

where your ticket is in the queue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15) You have now completed the Onboarding for a new employee. 


